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Standard Operating Procedure 
Handling Incoming Mail 


Subject: Handling Incoming Mail for Medical Shelter Sites 


1. Introduction 


The purpose of this Standard Operating Procedure (SOP) is to provide guidance to 
Medical Shelter Site Management on incoming mail for patients within the Medical 
Sheltering program. 


2. Procedures 
e Conversation with Patients 

o Onoccasion, patients will receive mail while admitted within a medical 
sheltering facility.. 

o Ifa patient anticipates incoming mail to the Medical Sheltering facility, have 
them include the room number on the delivery address and notify a nurse, 
case manager or site manager what is anticipated and when it is expected 
to arrive. 

o Notify the patients that all items are subject to be searched upon arrival. 


e Delivery 


o If mail arrives with no room number, consult with Case Management to see 
if addressee is or was a patient at the facility. 

o If the patient is on site, case management can deliver the mail to the 
patient. 

o If the patient is no longer on site, write “RTS” (Return to Sender) on the 
front of the mail and put it in Outgoing Mail for the postman to pickup the 
next day. 


